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Application Tools 

Overview 
This chapter will detail the following system parameters and features:  Application Submission Requirements, Assign Project Number, 
Application Reviewer, View/Print, Final Review/ Changes to the Application, Submit Application, and Create Amendment. 
 

Application Submission Requirements 
Within the TEAM-Web system, the term “submit an application” means that the Applicant’s authorized official has presented the 
application to FTA through the TEAM-Web system.   
 
An application is ready for submission when it:   
(1) Has been assigned a Project Number by FTA, 
(2) Accurately reflects your funding request, and  
(3) Satisfies the TEAM-Web Application Reviewer requirements. 
 

Assign Project Number 
The Assign Project Number feature is an FTA-user-only feature.  FTA assigns an official project number after receiving notification 
from a Recipient of a request for one, or having noticed the request in the database.  Once assigned, the Status of the project changes 
to “Pending Submission/Project No. Assigned” in the Project Details.  The application may now be submitted by the Recipient 
(assuming all Application Reviewer checks are met). 
 
The Assign Project Number window has several entry fields that may be updated. (The Recipient ID, Name, and Address fields may 
not be updated in this window, however.)  See Figure 1 below. 
 

1. Check the Project Number, Section of Statute, Program Date, and Fiscal Year entry fields.  Also, Check the Env. 
Classification(s) displayed.  Type in or select from the dropdown any changes for the appropriate fields. 

2. For the Cost Center, the TEAM System defaults to “Not Selected.”  For the OST Purpose, the TEAM System defaults to 
“Undefined.”  Select the appropriate Cost Center and OST Purpose from their respective dropdown menus. 
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3. There are three choices for assigning Project Numbers (see Figure 1 above). Click in the radio buttons to select the Action 
you request and type in the requisite numbers and letters. The Section ID field indicates the account in which FTA maintains 
funding for the Project.  The Activity field indicates the type of project.  Note: In all cases, the assigned Project Number must 
be unique within the TEAM database.  The options are as follows: 

a. Input Specific Project Number - this assigns the number you enter in the Project Number entry fields (State, Section ID, 
Activity and Sequence Number).  Only certain Section ID’s are acceptable for the Section of Statute selected – the 
system will prevent an improper entry and notify the user of the acceptable alternatives.   

b. Override with Next Available - Finds the next available Sequence Number for the project, then assigns the project 
number using your entries for the State, Section ID, and Activity entry fields. 

c. Assign as Requested - Assigns the number displayed in the Project No. entry field.  TEAM verifies that the project 
number contains a State, Accounting Section (Section ID), Activity Code and Sequence Number in the required fields. 

 
Once FTA has assigned the official project number and clicks on the Green OK checkmark, this official number will override the 
generic/ temporary project number that was assigned in the beginning of the application.  All future queries must use the official 
project number, since the generic project name created by the recipient no longer exists in the database.  
 
After the official Project Number is assigned, the status of the grant will become: ‘Pending Submission, Project Number Assigned’ 
(see Figure 2).  The Recipient will now be able to submit the grant to FTA. 
 

 
Figure 2 
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Application Reviewer 
1. From the main menu click on Applications and query for a project (see Figure 3). 
2. Once you have your project highlighted, click on Application Reviewer. 
3. A new window will open up notifying the user of whether or not there are any errors with the application.  If no errors were 

found, the user will get the message “Reviewer did not find any errors.” in the Reviewer Findings screen. 
4. If the user tries to utilize the Application Reviewer tool for an Executed project, they will get a message shown in Figure 4. 

 

 
Figure 3 
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Figure 4 
 

View/Print 
1. From the main menu click on Applications and query for a project (see Figure 5). 
2. Once you have your project highlighted, click on View/Print. 
3. A new window opens allowing the user to select, which features he or she would like to view. 
4. You may select the features individually, or utilize the select all/select none buttons. 
5. Click on Cancel if you would like to exit, or click on OK if you would like to proceed with your selections. 
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6. After clicking OK, a new window will replace the existing View/Print screen with the html document shown in Figure 6. 
7. The user can now easily view the information on screen or in a hardcopy format by simply selecting print from the toolbar or 

from the File drop down menu. 
 

 
Figure 6 
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Final Application Review – Changes to Your Application 
CAUTION:  After the TEAM-Web system submits your application to FTA; you may not modify it until FTA releases it back to you.  
Consequently, even if your application complies with the Application Reviewer requirements when you develop it, you should review 
it again and make any necessary modifications before submitting it to FTA. 
 

1. To modify your application, see the Modify Application information that appears in the previous chapter (4). Also, check the 
various indices of this User’s Guide as well as each Table of Contents for more applicable modification procedures. 

2. If you modify your application, be sure that it complies with the Application Reviewer requirements before submitting it to 
FTA.  Information about the Application Reviewer is contained in this chapter (5) of the User’s Guide. 

 

Submit Application 
The following procedures apply to an electronic project.  If you click on Submit Application for a paper project you will get a system 
message notifying you that you need to go to the Review/DOL dates tool (previously the Review/Concur dates tool).  The date for 
paper projects can be manually entered in this screen in the “Application Submitted” date field – see Figure 7.  The tool is located 
under the Review and Approval section of the Navigational menu and is covered more fully in Chapter 6 of the User Manual. 
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Figure 7 
 
For an electronic project, under “Applications” in the Main Menu, query for a project that has not yet been submitted, but has a project 
number assigned.  Then click on the words ‘Submit Application’ (see Figure 8). 
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1. The Submit Application screen gives basic header information for the project and below that a scrollable field that captures 
all of the application’s details (see Figure 9).  At the bottom of the screen appears the Official’s Name and Title with a PIN 
entry box where the official types in his/her PIN and clicks the Submit button.  A user must have an active PIN with 
submission rights to the application record in order to submit the project for FTA review.  Once the Submit button is clicked a
new screen appears notifying the user of successful submission. 

2. Click Close and TEAM-Web returns to the Project Query Results page.  The ‘Status’ of the project in the Project Details now 
shows ‘Pending Application/Ready for FTA Review.’  The application is now closed for Recipient modification to allow for 
FTA’s review. 

 

 

 
Figure 9 
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1. 
TEAM-Web will automatically assign an amendment number. 

2. Click Project Information under Modify Applications. 
3. In the General tab, enter the amendment description in the entry field next to the project number. 
4. Select the amendment reason from the drop down list 
5. Enter a detailed description for the amendment in the project description box at the bottom of the screen. 

eate Amendment 
ser wants to make a significant change in how a project’s funds are used, or in the quantity of assets to be acquired, he or she 
eate an amendment.  An Amendment is needed when you want to increase or decrease funds for the project, increase or 
e the duration of a project, for changes in the Scope of a project, or for other administrative reasons.  Note that a change in the 
/local share ratio requires a full amendment to the grant agreem

From the navigation menu under Applications (see Figure 10), enter the project number and query it. Click Create 
Amendment.  
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6. In the Control Total tab, enter changes to the amount totals as needed (see Figure 11). 
7. Click OK to save changes. 
8. Before submitting, make any other changes to the Project Information, Budget, Milestones, Environmental Findings, and Fleet 

Status. 
9. When complete, and after approved for submission by FTA, PIN the amendment using the process for submitting a new 

application.  Once awarded, the Recipient executes the award using the same process used for new projects. 
 

 
Figure 11 
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